Travel Instructions and Policy

[bookmark: _Hlk521941489][bookmark: _Toc491603185]MAERB is currently working with Foremost Travel (www.foremost travel.com) in order to organize and manage the travel and lodging of the Site Surveyors for the accreditation site visits.   It is required to contact Foremost for all travel, even if you plan to drive to the site visit. Site Surveyors are required to book both travel (flights, rental cars) and hotels through Foremost.  
Foremost Travel phone numbers:  800-225-7185 or 312-726-4492
Foremost Business Hours:  Monday through Friday, 8:00 am to 5:00 pm (central)
Foremost Travel Agents:  Kristy Miller (primary) or Dan Lindell (secondary) 
Email:  Kristy   kristy@foremosttravel.com or Dan  dan@foremosttravel.com  
24/7 number for travel emergencies due to weather or delays:  (800) 544-0971
Please add to your cell phone contacts. 
Travel Profile: https://foremosttravel.com/corporate-profile/ 

Method of contacting the travel agents:  
1. You can send an email to Kristy with your travel needs.  If Kristy is out of the office, the email will be automatically forwarded to Dan or another travel agent.  
2. You can call the agency during their operating hours.  If Kristy is on another line, leave a message on her voicemail.  If Kristy is out of the office, her voicemail will indicate that and provide instructions for who to contact.  Then you would contact that person and leave a message if s/he is not available.  
Both MAERB and Foremost Travel Agency are deeply invested in providing good service to the MAERB site surveyors.  An agent will respond as soon as possible to either get further information or to follow up.  The travel will probably not be arranged immediately but there will be a good start on setting it up.  
If you have followed the suggested methods above and you do not receive a response from Foremost Travel, please contact Sarah Marino (smarino@maerb.com) to let her know that there are problems.  
There are two dedicated travel agents, Kristy and Dan, who will be working with the Site Surveyors. If they are not available, there are other travel agents at the organization who will be available to ensure that the travel arrangements will be made.  The travel agency will handle air travel, hotel, and, if necessary, rental car reservations.  The air travel will be paid for on the MAERB credit card.  You will need to use your credit card to pay for the hotel and the rental car reservation.  
All surveyors will be asked to fill out a Personal Travel Profile Form, and you can ask Kristy to send you that link.
The Team Coordinator should contact the Program Director as soon as possible after the Self-Study material has been received to find out more details about the logistics.  It is expected that the program/sponsoring institution provide transportation from the airport to the hotel and back as well as transportation from the hotel to the program site.  The program might also recommend the use of a shuttle service from the airport and arrange for transportation to the program.  The Team Coordinator should also contact the Team Member(s) so that they are aware of the additional details, including when the team will be meeting prior to the official start of the site visit.  
This coordination is vitally important as Foremost Travel will be helping the team organize the travel to create efficiencies and to save money.  Foremost Travel will have the list of programs/institutions to be visited, the names of the Site Surveyors visiting the locations, and the names of the hotels that the program recommended.  
You will be able to make your arrangements by phone or email. 
When you call Foremost Travel, you will be able to work with Kristy or Dan to arrange for plane tickets and a hotel.  
If you want to drive to the program site in your own vehicle, you can certainly do so.  You will need to call Foremost to get documentation that the cost of driving your own vehicle or renting a vehicle (reimbursement at the IRS rate) is less than the lowest air fare to the site.  If the cost is higher, MAERB will reimburse you only up to the cost of the lowest airfare.  
In a situation in which the Team Coordinator has consulted with the Team Member and the Program Director and it is determined that there is a need for a rental car for the two Team Members for ground transportation, the Team Coordinator will arrange for the rental through Foremost and Foremost will contact the MAERB office for approval.  
The air travel will be paid for by a MAERB credit card, so the only expenses that will need to be paid by the Surveyors at the site visit are for lodging, food, and, if applicable, a rental car.   As stated above, Foremost Travel will help you arrange lodging and a rental car.  You will need to supply your personal credit card to guarantee those reservations.  No charges will be made for lodging or the rental car until you arrive at the hotel or rental car agency. 
If there are any travel issues during the visit, you can call Foremost Travel during the following hours and days:  Monday through Friday, 8:00 am to 5:00 pm (central).  If an issue occurs outside business hours, there is a 24/7 number for travel emergencies due to weather or delays: (800) 544-0971
IMPORTANT NOTE:  There are times in which Surveyors want to stay a few extra days in the area that they are visiting.  Foremost will price the flight for the typical timeframe of the visit and then book the flight that the surveyor requests with the extra days. If the flight that the surveyor wants costs more than the original flight.  The surveyor will be responsible for the difference. 
For example, Sally has a site visit in Orlando on a Thursday and Friday.  The traditional schedule would be to arrive on Wednesday and depart on Friday.  Sally, however, wants to arrive on Wednesday, but leave on Sunday.  It costs $50 more to leave on Sunday, and that information will be on the travel receipt that the site surveyor and MAERB receives from Foremost and then will be subtracted as an advance from the travel voucher. 

MAERB Guidelines for Travel for Site Surveyors
Air Travel:  Tickets should be purchased at least a month, if not more, in advance to take advantage of discount fares.   The travel agent will be working with you in order to find the lowest fare in economy class.  First-class travel is not reimbursable.  If you choose to combine trips or travel with a spouse, partner or friend, due to family issues or other obligations, you can book the travel through Foremost and pay for the pertinent segment with your personal credit card.  If MAERB needs to cancel the site visit or if you are unable to attend due to an emergency, the unused ticket will be on file at Foremost travel for use on another site visit.  Airfare above $500 needs to be approved by the MAERB office, and Foremost will contact MAERB for that approval.   MAERB will not pay for flight insurance or for flight changes due to a visit ending early or a change in plans.   
Because the site visits are now scheduled to be a day and a half, the expectation is that you will arrive the night before the site visit and then leave on the afternoon of the second day. There may be extenuating situations with flights, but Foremost will address that on a case-by-case basis.  
Train, Bus or Shuttle:  You may find that you can take public transportation or a shuttle from the airport to the hotel, and those costs are reimbursable.  You will need to provide a receipt to submit with your travel expenses.  On rare occasions, you may be able to take a train to the program site, and those expenses are reimbursable as well.  
Automobile:  You may determine that you would prefer to drive to the site visit using your own vehicle.  In that instance, you would be reimbursed for mileage at the rate set by the IRS of 58 cents per mile or the least expensive air fare, whichever is the least expensive.  Document mileage with a printout from a website such as MapQuest.com.  Toll fees and parking charges are also reimbursable with receipts.  Because MAERB pays by mileage, gas costs are not reimbursed as the mileage charge covers that.  You will need to get documentation from Foremost about the least expensive airfare.  
Lodging:  Surveyors can book separate rooms, and, to limit costs, the room costs should be under $200.  Costs above $200 need to be approved by the MAERB office.  The lodging will be reserved using the site surveyor’s credit card and the site surveyor needs to pay for the hotel room at the time of the site visit and be reimbursed by MAERB.   
Rental Car: On rare occasions, the use of a rental car may be necessary.  There will never be more than one rental car for a team visit, as the team members are expected to coordinate arrangements.  The use of a rental car will need to be approved by the MAERB office.  MAERB reimburses the rental car cost and the gas cost.  MAERB does not reimburse mileage with rental cars.  MAERB will also cover the insurance costs for the rental car.  
Meals:  Up to $65 per day will be reimbursed for actual meal expenses (including tips) or will be advanced upon request.  Itemized receipts (not credit card statements) must be included.  All reimbursements in excess of actual payments must be returned to MAERB.  MAERB will not reimburse purchases of alcoholic beverages.  


MAERB Travel Expense Vouchers
Airfare will be paid for in advance by MAERB, but Surveyors will need to submit a Travel Expense Voucher for the expenses incurred during the visit, including food, lodging, and incidental travel expense.  You were sent a Travel Expense Voucher when you received the program’s Self-Study.  
At the end of the visit, you must submit the Travel Expense Voucher to Accounting (accounting@maerb.org) in the MAERB office with the necessary receipts.  Please keep the travel voucher in the Excel Format and PDF your receipts. The materials will be processed within seven days.  
MAERB now has the banking capacity to reimburse via Zelle, and you can find out more information about that system at the following website: www.zelle.com.  You might be able to sign up for a Zelle account through your online banking system, and, if that is not possible, you can sign up via an app.  If you are interested in being paid by Zelle, you will need to indicate that on your travel voucher and provide the appropriate contact information.  If you are not interested in electronic reimbursement, MAERB will send you a check.  
April 2023
Page 1 of 3

